
Welcome to the Maine Educational Assessments Online Special Consideration Request 
2017 NEO Portal & MEA Module training. I’m Nancy Godfrey, DOE Assessment Coordinator. 
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Principals are authorized to submit Special Consideration requests and must request 
credentials to the NEO Maine Educational Assessments module by contacting the MEDMS 
help desk 
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As stated before, Principals may request login access to the MEA Assessment module.  
Principals must notify sending districts of their desire to request a Special Consideration 
before making the request.   
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Once NEO portal/MEA module login credentials are obtained, log into NEO 
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Your dashboard may look different, depending on how many modules you have been given 
access/permission for. Click “Maine Educational Assessments”. 
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This opens an MEA Special Consideration Message with an overview of the process. 
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Additionally on this welcome page, you will see a list of DOE individuals who are assigned 
to each separate MEA. 
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The bottom of the welcome page offers more information regarding each assessment the 
first “click here” bringing you to the MeCAS homepage. 
The second “click here” takes you to summaries of submitted requests, which we will 
review later. 
The third “click here” takes to entering a new Special Consideration request. 
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To begin your request, you will need to provide student information. If the student is 
currently enrolled in your district or school, type in the 9-digit MEDMS SSID number and 
click TAB instead of ENTER. 
By entering the SSID number, the student’s name and grade will self populate. 
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Section 2 provides the student’s attending School Information that will also self populate.  
Contact information is based on what's currently in the NEO staff module.  If the contact 
information isn’t correct, cancel the request (do not submit), update the NEO Staff Module, 
and the changes will be reflected here when you begin again. 
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This is a snapshot of sections 1 and 2 as a whole on the left, and expanded on the right. 
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Section 3 shows all the required MEA Assessments. The dates in parentheses will NOT 
necessarily reflect the dates of the testing window for each assessment, but are the 
windows in which you can enter a request. 
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All MEA assessments that are currently available for request will appear.  Please note the 
different dates that each assessment is available for request, not the testing window, each 
ending with the close of that particular testing window, e.g. you cannot make a Special 
Consideration request for SAT prior to 3/29/17. You can only click ONE assessment box. If 
making requests for more than 1 assessment, you must start a new request. 
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This is a snapshot of section 4 listing the reasons for the request as a whole on the left, and 
expanded on the right. 
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Hover over the question marks next to each of the 5 choices for definitions. 
 
You may only click ONE box/reason per request 
 

19 



These are  definitions that appear when you hover over the question marks.  You will only 
see one at a time. 

 

Remember, if a student can receive instruction, the student can participate in a state 
assessment AND that absence due to behavior issues, suspensions, and truancy do not 
meet the definition and do not make a student eligible for a Special Consideration 
exemption. 
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This is a snapshot of section 5, the Principal’s Assurance as a whole on the left, and 
expanded on the right. 
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These yes/no questions are required and ‘yes’ to all is recommended. 
 
We will show in later slides how to get a Parent Consent Form 
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This is a snapshot of Justification section 6 as a whole on the left, and expanded on the 
right showing where you can upload justification files. 
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Justification documentation for each request must be provided to the Department.  Section 
6.0 enables you to write in narrative details as well as upload documents to justify your 
request. (e.g. IEP’s, doctor’s notes, e-mails etc.) 
 
• After typing in the justification text box, click “TAB” instead of ENTER 
• Click “Browse” to search for files on your hard drive you’d like to upload 
• Once you’ve browsed for any file or files you want to upload, click “Add File” 
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This is a snapshot of section 7, the required attending SAU Certification as a whole on the 
left, and expanded on the right. Certification button becomes active once all data has been 
entered.  User must TAB out of the Justification field in order for the Certification button to 
become active. 
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Section 7 requires that all Principals provide certification of each request, certifying that to 
the best of your knowledge, the information contained in this request is correct; and that 
you are authorized to provide this general assurance. You also assure the Maine 
Department of Education that all documentation, if applicable, supporting this request 
complies with all state requirements. 
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This shows a sample request that was rejected, and in the DOE Status Comment box we are 
asking for further documentation or evidence. 
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Read Slide. Principals will only receive an e-mail should a request be rejected,   
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Going back to the bottom of the welcome page, once a new request has been submitted, 
schools/principals will need to log in regularly to check on the status of ALL submissions by 
clicking “District Summary of Submitted Requests”. 
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School Year remains at 2017, but will have a dropdown of years once we move forward. 

 

Only your District/SAU appears in the second box.. 

 

If you are a principal associated with one school, that will be the only school you have 
access to. If you are assigned to more than one school, they will appear in the school 
dropdown. 

 

Sorting by status allows you to look at all requests, or just new, rejected, pending, denied, 
or approved requests. 
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For each request line, the right column is called Navigation. The two choices are View 
Request and Consent Form. To review all sections 1-8 that have been completed, and to 
access Section 9.0 Comments, click “View Request”. 
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This is a snapshot of a summary page showing all sections 1 – 9 when you click ‘View 
Request’.    
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Section 9 will now appear for back and forth SAU/DOE comments. There are separate 
comment boxes for each, DOE and SAU. When expanding on justification, these comment 
boxes will be used for DOE-SAU communication. 
• As new comments are added, DO NOT delete previous comments 
• As new comments are added, please start by adding a date so the communication trail 

can be chronologically followed. 
• Once a new comment is added, click “Save Comment” 
• Click “Cancel” to start over 
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The parent consent form can be opened, printed and/or saved in .pdf format for a student’s 
educational file. 
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Thank you for participating in the MEA Special Consideration training. Questions can be 
submitted to mea.doe@maine.gov  
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